B Inquiring on Items Using Item Search

Overview

In NIS you specify criteria for an item search. Use this type of search when you
know what the item is but you want to limit your search. For example, you can
limit the search for an item to a specific branch/plant.

This work instruction shows how to Inquire on Iltems Using ltem Search.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Navigation

Click Roles, Inventory.
(Citrix users — right click on the menu, choose Apply Roles, choose Inventory.)

Inventory > Inquiries & Reports > Inventory Inquiries > Item Search

Steps
Inquire on Items Using Item Search
Start this instruction from the Item Search — Work With Item Search window.
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Item Search - Work With Item Search ]
Select Find  Close Row  Todls
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Itern Murmber [
Cross Rel Type [ @ Internal ltem Nurnber [ omit Zera Quantities
Address Mumber [ ] O BExernal lterm Mumber
No records fetched. Custol Gridl [C7]
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1. Complete the following fields:
e Item Number
e Branch/Plant
2. Click Find.
PeopleSoft EnterpriseOne Rev. 3/9/2006 63

077_IM_WI_L1_T8.b_Inquiring_on_ltems_Using_ltem_Search.doc


http://www.das.state.ne.us/

Nebraska Information System (NIS)

PeopleSoft.

Inquiring on ltems Using Item Search

Internal ltem Number

—

Croes Ref Type
Adiress Number Extarnal ltem Number

Item Search - Werk With Item Search )]
Cpse  Eow Iooks
BranchiPlant B505100W.
Itern Nurber [ig307 ENVELORES, LETTER
I Omit Zero Quantities

Records 1.2

Quantity Branch/Plant Search Text
Auvailable
® EA NIg307 B505100W ENVELOPES s
o 1,000.0000 EA NIg307 B505100W ENVELOPES s
<l Im [2]

Review the fields displayed.

Click Close.
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